
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Newhall Area
Division:

Southern
Chapter:

4
lnspected by:

Sqt. J. Mafiinez
Date:

12-16-08

lr.¡STRUCTIONS: Thisdocumentshall betyped. Checkappropriateboxesasnecessary,orfill Intheblanksasindicated.Enterthechapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practìces, suggestions for statewide

improvement, identified def ciencies, corrective action plans, and may be used to appeal fìndìngs. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

n Division Level I Command Level

n Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded

I Attachments lncluded

Follow-up Required:

nves X ruo

Forward to:
Southern Division

Due Date: Feb.28,2008

Date:

à -)¿-ð;î

Chapter l:nspection: Three - Command Procurements

lnspector's Comments Regarding lnnovative Practices:

None.

The Newhall Area's Fiscal Control Program is being operated within the guidelines set fotth by

departmental policy.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Clommand:

Newhall Area
D¡V¡S Ion:

Southern
Ohapter:

4
lnspected by:

Sqt J. Martinez
Date:

12-16-08

Commander's Res

No response required.

None.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

ge3

Comrnand:

Newhall Area
Div¡s¡on:

Southern
Chapter:

4
lnspected by:

Sqt. J. Martinez
Date:

12-16-08

I Review/Decislon: îhis shalt be the ontv level of

Lead lnspector's S¡gnature:

^.1<.4 A t:-"-
Date:

z'2"?
p 

^spúñd ins 
" "^yö;t\:{or appear) : Date:

) -z¿ -a y'
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

SPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1 of 3

uommân0:

Newhall
Division:
Southern

Number:
540

Evaluated by:

B. Mitchell
Daie:

12-16-08
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancìes with policy,

applicable legal statues, or defciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/ordefciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken, lf this form is used as a Follow-up Inspection,
the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

! Division Level X Command Level

n Office of lnspections ! Voluntary Self-lnspection

Lead lnspector's Signature:

\ C't

Follow-up
Yes

Required:
Xruo X Follow-Up lnspection

Date:

è-¿ó -¿f
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.'1, Chapter4,and HPM 11,2,
Chaoter 2.

1. ls management actively involved in reviewìng and
approving paperwork relaied to receiving and
oreparinq collections?

I Yes INo tr ¡¡¡n Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivino and oreoarino collections?

X Yes I t¡o T N/A Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes l-l tlo l-l t't¡R Remarks:

4. Does the command have adequate separation of
duties for the cash receiot orocess? X Yes l-l tlo l--l ruln Rernarks:

5. ls access to the safe and/or vault appropriately
restricted? lX Yes l-l t lo l-'l tyR Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes I ¡.lo f rutn Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

I Yes nNo n ru¡n Remarks:

8. ls the safe securely anchored to the building?
X Yes f-l tr¡o I-.l rulR Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policv? X Yes lruo ¡ N/A Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followino the week covered bv the reoort?

X Yes ENo I n¡n Remarks:

CHP 680G (Rev 09Og) OPI 010



Page 2 of 3

STATE OF CALÍFORNIA
DEPARÍMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 22l,lt[alicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
(6) Civil subpoena.

I Yes X ¡lo I nln Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? X Yes l-l lrto [-l tyR Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and le-oible? X Yes [lruo ll ru¡n Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes I--l ¡.lo l-l NiA Remarks:

'15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes [-l t'lo l-l ru¡R Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes INo Evn Remarks:

17. ls sales tax added to items that are not for resale?
X Yes l tto l-l N/A Remarks;

18. Are all counter receipts pre-numbered and issued in

numerical seouence? X Yes l-l ruo [*l ntn Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

X Yes Ilo n nln Remarks:

20, ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes l-l trlo I ¡yn Remarks:

21. Are the CHP 264, Pelty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes n ¡¡o n N/A Remarks:

22. lsthe CHP 264 properly authorized?
X Yes T tlo ¡ N/A Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts ìn transit equal the total of petty cash and
chanoe funds?

X Yes I tlo n ru¡n Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

X Yes nNo n utn Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? X Yes l-l trlo [-l nln Remarks:

CHP 6B0G (Re! 09-08) OPI ol0



Page 3 of 3

STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
Chapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes l-l tto lX rurn Remad<s: No change fund.

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

X Yes nruo I ru¡n Remarks: Locked in a file,

28, Are all petty cash purchases under $50?
X Yes l-l ti¡o l-l rurn Remarks;

29. ls petty cash used to purchase prohibited items?
I ves Xno N N/A Remarks:

30, Did the command circumvent the dollar limitation by
splittinq the purchase? l-l Yes X t'lo l-l r.yR Remarks:

3'1. ls a petty cash custodian designated by the
commander? X Yes [l trlo l-l trr¡n Remarks:

CHP 6B0G lRev 09-oB) OPI 0'to



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
Chapter 4
Fiscaf Controls

Page '1 of 3

uomman0:

LACC
Southern Number: 514

Evaluated by:

WPT Kathy Dodson
Date:

1211112008
Assisted by:

OSSI Sharronn Moore
Date:
1211112008

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orflll intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, ordeficiencies noted in the inspections shall be commented on via the "Remarks" section, Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore,thememorandumshall includeanyfollow-upand/orcorrectiveaction(s)taken. lfthisformisusedasaFollow-uplnspection,
the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspecled.

TYPE OF INSPECTION

E Division Level X Command Level /

n Of¡ce of lnspections n Voluntary Self-lnspection\

Lead lnsoe

-,/l
L'1

t_ oe_

Follow-up
fl Yes

Requ red:

Xruo n follow-Up lnspection
Commander's SignatuÍq._""')Ç7;;,);ø^ Date:

'-/=/,¿
For applicable polícies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter4, and HPM11.2,
Chaoter 2.

1. ls management actively involved in reviewing and
approving papenvork related to receiving and
preparing collections?

X Yes nruo fl N/A Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preoarino collections?

X Yes D tlo fl N/A Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes nruo tr ruln Remarks:OSSI Sharrronn Moore,

A12119
OAll Elizabeth Reeves, 414764

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes nruo n ruln Remarks: OSSI Sharrronn Moore,

A121 '1 I
OAll Elizabeth Reeves, A14764

5. ls access to the safe and/or vault appropriately
restricted? I-l Yes [-] tlo Xl ¡uR Remarks: A lock box is used

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

n Yes nNo x N/A Remarks: A memorandum is
prepared and fiied

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

! Yes nNo X N/A Remarks: 3 separale keys are used
to access lhe lock box

B. ls the safe securely anchored to the building?
l-l Yes [l ¡to X rulR Remarks: A small lock box is used

L Are weekly transmittal reports prepared in
accordance with departmental policv? X Yes l-l ruo l-l l.¡ln Remarks:

10, ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week covered bv the report?

X Yes !No nrun Remarks:

CHP 680G (Rev 0+08) OPI 010



Page 2of3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
C;hapter 4
Fiscal Controls

Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Tra1fic Control Cost Estimate -

Advance Deposit.
6) Civil su

ls a memorandum cash shortages prepared if12

13

15

16.

Does the command ensure the information written on
?

the counter receiot is and leqible?
a counter receipt issued for each witness fee
it received?

a counter receipt issued for each movie,
and special event detail(s)?

Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

17. ls sales tax added to items that are not for resale?

1B Are all counter receipts pre-numbered and issued in

numericalsequence?
'19. Were transfers of counter receipt books/certificates

between field commands reported on a CHP 26ô4,
Credit Memo - Non-

20. ls 4 sbursement Voucher, properly
authorized and c to enditure?

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10,00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

22. ls the CHP 264 properly authorized?

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and

24, ls there documentation to support periodic reviews
petty cash and change funds performed by the
commander or designated person?

25. Are overages and shortages of the petty cash
funds

11

14.

funds?

I Yes E tlo tr rula

Remarks: Problem corrected during
an October 2008 audit

Remarks: A pettY cash audìt was
recently completed in October, 2008

Remarks: Problem corrected in
October, 2008 audit and is now in a

ÇllP 6BoG (Rev. 09-08) OPI 010
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Page 3 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

SPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes X tlo l-l vn Remarks:

27, Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

X Yes n ¡lo T ru¡n Remarks: A lock box is used. 3
separate keys are used to gain
access

28. Are all petty cash purchases under $50?
X Yes I trlo l-l run Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes X trlo fl ru¡n Remarks:

30, Did the command circumvent the dollar limitation by
solittinq the purchase? I Yes X tlo l-l N/A Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes nruo n N/A Remarks: OSSI Sharronn Moore,

A12115

cHP 6B0G (Rsv 09-08) 0Pl 010



ST,qTE OF ALIFORNIA
DEPARTTú.:NT OF CALTFORNTA HrcÌ-tWAy PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

'::::::::::::::::::::::::::: =-==::::::::::::::::::=-::::::-::::::::=:--:::::::
. .STRUCTIONS: This document shall be typed, Check appropriate boxes as necessary, or fill in the blanks as indicaled. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡vard to;" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defciencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

! Divìsion Level X Command Level

! Executive Office Level

n Corrective Action Plan lncluded

I Appeal lncluded

n Rttachments lncluded

Follow-up Required:

nves Xwo

Fonvard to: Commander's Sig nature:
/'

'-, /l ./

Date:

r'/rfi
Due Date:

Châþtei lnsÞection:

lnspector's Comments Regardinq lnnovative Practices:
None

Command S stions for Statewide lmorovement:
None

ln r's Find S

No discrepanc¡es found.

CHP 680A (Rev 09-08) OPI 010



STAI-E OF ( \LIFORNIA
DEPARTMEN T OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

ìge 3

Command

LACC
Division:
Southern

Chapter:
4 Fiscal Controls

fnspected by:

WPT Kathv Dodson
lJate:

12t1112008

'/, ,3 - 0l

CllP 680A (fìev 09-08) OPI 010



.::: j:ja--=:=::=:====:==::::=:=-=-:=:==== j==::===:=.==:=:===:=

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fiil in the blanks as indicated. Enter the chapter
nutnber of the inspection in the Chapter lnspection number. Under "Forward to:" enter lhe next level of command where the docunlent
shall be routed to and its due date. This document shall be utllized to document innovative practices, suggestions for statewide

STATÈ OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMÍVIAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Comnrand:

ISU
Division:

Southern 4
lnspected Þy:

Lt, D. Moeller, #11275
Dä16i

12t22t2008

! Correctíve Action Plan lncluded

D Appeat lncluded

I Rttachments lncluded

Commander's Signature:

TYPE OF INSPËCTION

! Division Level X Command Level

! Executive Office Level

Follow-up Required:

fJYes X ¡to

Forward to:
Southern Division

Due Date:

None

None.

L!-ts_pe-clg:-r_ïlQhæ,_

Southern Division lnvestigative Services Unit's has an established separation of dutíes and regular
scheduled audits to ensure security, and provide checks and balances that comply with departmental
policies.

ln response to questiol #8, the configuration of the Unit's safe precludes it from being easily anchored
to the building. The safe has been moved into the Lieutenant's off¡ce until such time ihat the safe can
be anchored to the building or replaced with a safe that can be anchored to the building.

im¡rrovemenl, identified deficiencies, corrective action plans, and mây be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

CllP0B0Â (Rev 09.08) OPt 010



STATE OF CALIFORNÍA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

lage 2

lnspecled

Lt, D. Moeller

Commander's Response:

No response required.

I I nspector's Çqrn4g¡ls;

None,

Cl lP 6804 (Rev, 0s.O8) OPI 010



STATE OF CALIFORNIA
DEPARTMÊNT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

age 3

ommand:

CllP 0604 (Rev 09-08) OPI 0'10



Page 1of 3

'CTE OF CALIFORNIA
.PARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

;--=======::=======:===-===:==:====::=:=:===-===-=--======:==:======::==:=:-::-=
INSTRUCTIONS; Answer individual items wìth "Yes" or "No" answels, or fill in the blanks as indicated. Any discreparrcies with policy,
applicable legal statues, or defic¡encies noted in the inspections shall be commented on via the "Remarks" section Additionally, such
discrepancies andior deficienc¡es shall be documented on an Exceptions Docurnent and addressed to the next level of commalrd.
Furthermore, the memorandum shall incf ude any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lns¡rection,
the'F_ollow-up lnspection" box shall be marked and only deficÌent items need to be re-inspected.

Southern

#11275

] YPI: OF INSPÉCTION

! Division Level E Command Level

I Of¡ce of lnspections n Voluntary Self-lnspection .4 -ryFollow-up Required;
fYes Xwo f, rollow-Up lnspection-

-Lrornmander's S¡gnature:

ú ,. ....4 { - /-'
/), . rri!r,,)/--/..- r.::-:: (

Dale:

1212312008

For applicable policies, refer to State Admínistrative
Manual (SAM), HPM I 1.1, Chapter 4, and HpM i'i.2,
Chapter 2,

- / L.L---_ 
-t

1 ls management actively involved in reviewing and
approving paperwork related to receiving and
preparing collections?

K Yes Eruo E ¡¡ta
Rerlarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivtng and preparing collections?

[Jves nNo I NiA
Remârks:

3. Does the command have adequate separation of
duties for collections received? X ves Iwo [-l trl¡n

Rema¡ks:

4. Does the command have adequate separation of
duties for the cash receipt process? X ves ll ¡to [-l ru¡n

Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X ves f*'l trlo l-l trltR

Ret.lìafks:

b. uoes a record exÍsts whÌch identifies who has access
to the safe andlor vault and when changes in access
occur?

X Yes tr t¡o D ruln

Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
!'e g u i f p_g_a ccgqg?____-

X ves !No E ¡¡¡N

Remarks:

B. ls the safe secureJy anchored to the building?
l-l Yes XNo l-l run

Remarks:

9. Are weekly transmittai reports prepared in
accordance wiih de X Yes fl tlo E nin

Remarks:

10. ls the weekly transmittal repori(s)submitted to Fiscal
Management Section (FMS) within five working days

_ following the weeF cov_e"led by the report?
X Yes n ¡¡o I ¡r¡n

Remarks:

Cl'i|,680G (tìev.09.08) OPI 010



Page 2 of 3

-,A,TE OF CALIFORNIA
.PARTMENT OF CALIFORNIA HIGHWAY PATROL

¡NSPEGTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteri esiUsed Rotors.
(2) CHP 36, Evidence/Property Receipt/Report

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,TrafÍic ControlCost Estimate -

Advance Deposit.
16) Civil subooena.

X Yes ! tlo I ru¡n

12. ls a memorandum for cash shortages prepared if
necessary? X Yes ! ¡lo ! N/A

Remarks: A mernorandunl would be
prepared if necessary; however, the
Command has nol experierrced any

13, Does the command ensure the information written on
the counter receipt is complete and leqible? X Yes Druo E ruIa

14. Was a counter receipt issued for each witness fee
deposit received? X Yes ! t¡o l-l N/A

Remarks:

15, Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes l*l tlo [-l trrn

16. Was each counter receipl issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes I t¡o f] N/A
Rernarks:

'17. ls sales tax added to items that are not for resale?
! ves n ¡¡o X ru¡n

Remarks: No such circumslances.
The only itenìs sold by lhe ComrTìand
are used tires for which a sèllet's
pernrît nunrber is obtained on tlre
cHP 265.

18. Are allcounterreceipls pre-numbered and issued in
X Yes I tlo D ¡ltn

Remarks:

19, Were transfers of counter receipt books/cerUficates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

I ves Ino X ¡¡¡N
Remarks;
No such lransfers have ocoirred

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to suoport exoenditure? X Yes l-l mo l-l ru¡n

Renlarks:

21. Are the CHP 2ô4, Petty Cash Replenishment
Requests, completed at least monthly if over 910.00,
quarterly if under $10.00, and on June 30 of each
fiscalyear?

fi ves n ¡lo I N¡n
Rer:larks:

22, ls lhe CHP 264 properly authorized?
X Yes f-l llo l-l ruln

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanoe funds?

X Yes !No n ru¡n

Renlarks

24. ls there docunlentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

X Yes ü ttlo ! N/A
Romarks: The Comn¡and does nol
have a ''Change Fund."
Memorandums are prepared and lìlerl
each tir'rìe a petty cash audit is
perfornred.

CHP 680G (Rev. 09-08) OPI 010



Page 3 of 3

-ATE OF CALIFORNIA
.PARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPEGTION PROGRAM
Chapter4
Fiscal Controls

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? Yes I ttto X nln

Renrarks: No such instances have
occurred

26. Were change funds used to cash checks, money
orders or cashieritravelers checks? ! Yes XNo l-l t¡¡n

Remarks: The Conlmand does not
have a "Change Fund."

27, Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest

___¡Oegqqlq to safggug __
I ves I t'lo n Nin

Remarks: The Conrnrand does nol
have a "Change Fund."

28, Are all petty cash purchases under $50?
X Yes ü ttto l-ln¡n

Remarks:

29. ls petty cash used to purchase prohibíted items?
[-l Yes X ¡lo f-l vn

RenlâIks:

30. D¡d the command circumvent the dollar limitation by
splittin g lhe purchase? ! ves Xxo I-l ru¡n

Rettìarks:

31. ls a pelty cash custodian designated by the
commander? X Yes l-l ruo [-_] trln

Renìarks: The OSSII is designatecJ
the petty cash custodian.

CllP ô80G (Rev- 0908) OPr 010



STA-, OF C, iLIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT

::::::::::::::::::::::::::::-::::-:--
INSTRUCÏIONS; Thisdocumentshall betyped. Checkappropriateboxesasnecessary,orfÌll intheblanksas¡ndicated Enterthechapter
numberoftheinspectionintheChapterlnspectionnumber, Under"Forwardto:"enterthenextlevel ofcommandwherethedocument
shall be routed to and its due date, This document shall be utilized to document innovative practices, suggestions for statewide
improvemenl, identifìed defciencìes, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

No innovative practices were observed.

Command Su tions for Statewide lm rovement:
None.

The ASM's were unaware of departmental policy requiring a CHP 265 to be completed for disposal of
used brake rotors, ln the future, the ASM's will comply with policy.

CilP 680A (!.tev ú9-08) OPI 011ì
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(]ommand:
East Los Anoeles

urvlslon:
Southe¡n

Chapter:
4

lnspected by:
Paul Medeiros

Date:
12t0412008

I Commande/s Response:
N/A

I lnspector's Comments:
Area personnel responsible for fiscal controls should receive refresher training on annual basis. A
voluntary self-inspection should be completed no sooner than 6 months to verify policy is being followed.

N/A

CrlP 630^ tRev 09-08) OPI 010
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Page 3

Commander's Basis for Appeal:

I Appeal ReviewlDecision: ffhrc shau be the onty tevet of appeat). 
I

NiA

'"å2- = T -o/

rjtlP 680A {flev 09.C9) OPI010



STATË OF CALIFOIINIA
DËPARTMENI' OF CALIFORNIA I.IIGHWAY I'ATROL

CO]VIMAN D INSPECTION PROGRA.M
EXCEPTIONS DOCUMËNT

Chapter:
4

Date:
11t18t2008

TNSTRUCI'loNS: This docr¡r¡ent shall be lyped. check appropriate boxes as necessary, or lill in the blanks as ind¡cated. Enler the chapter

lrumÞeroflheinspectionintheClrapterlrrs¡icctionnLlrnber. Urrder"Forwarcito:'enterthenexllevel ofcommandwherelhcdocttlÌelrl

shall be roclted to arrd ils due date. This docur¡cnt shall bc utilized to clocument innovative praclices, suggestiorrs for statewide

inrprovelrrent, iclenlified deficiencies, correclive action plans, arrd rnay be used to appeal fìndings. A CHP 51 Melnorarrdum may be used if

additional space is required.

TYI)E ol: lNsPEcl'loN

[-J Division Level [X Comnland Level

Ü Executive Office Level

Follow-up Required:

üves Eruo

I Corrective Action Plan lncluded

X Appeal lncluded

lncluded

er's Signature:

Lr

Date:

/-tf-of
Due Date:

D:pç ctp:t ¡ Ç-s-n ne d!, ßq g¡Ei-ng- ! ryr sY-alYe Practices:

iq"r]Ia"q-S-Wse'I,-oJl"1õi-S-ieiÚtqeEp¿-oyen-en!------
None

All findings were in compliance w¡th departnrental policies and procedures
---l

Chapter lnspection:

None.

Cl ll) G00A ilìcv Cì9 0lI) Ol)l 0Í0
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S'ÍATE OF CALIFORNIA
DEPARI'MEN'T OF CALIf:ORNIA II¡GI.IVV/\Y PA'IROL. SPECTION PROGRAM
Chapter 4
Fiscal Controls -s-9 !, R' P-Lg- -s-inp, !.t*1?t 5-

Assrsted by Officor t{. Langsdale' //16243

I

I

I

I

lNSI-RUCTIONS: Answer individuat iferrs witlr "Yes" or "No" arlswers. or lill in the blanks as indicated. Arry discrepancies witlt policy'

àpplicable legal statr.res, or defìciencies rrotccl in the ìnst:ecli<¡ns shall Þe commented on via the "Renrarks" sectíon. Additionally, such

discrepancieõ and/or deficierlcies shall be docunlenlecl on an Ëxceplions Documenl a¡ld addressed to the lrext level of comnralld'

Furllrennore,thernernorarrdumshall includeanylollow-r,r¡ralrd/orcorrecliveaction(s)taken. lflhislormìsusedasaFoflow-u¡ilrrspectiotr,

the "Follow-uP lt.ts box slrall be nlalkecl ancl only clcficienl iterrs need to be re-i

ffi Comrnand l-evel

I feä in-s æõiäiË_SG nã t,,re :

I

[-J Vollrntary Self-lnsPection

L-

Manual (SAM), HPM 11 1, Chapter 4, and HPM 11.2'

1 ls management actively involved in reviewíng and
approving paperwork related to receiving and
oreoarinq collections?

-_---L,.J-*2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines i X Ves
for overall management and accoLlntability of

"- - - -f 
eçqlv¡s-e! q-p rc Perrn 9 "991199!!9!ll ? -3 Does the command have adequate separation of

duties for collections received?---" ¡- -óõA inG õoryiinãñð'h a v eãA-eqtate é" iiáãiio" õi 
-__ -

Xves I lno ltrrurn Remarks:

n ¡rln Remarks:

Yes Remarks:

E ves ll-J'Jo
Renratks

X Yes

ffi Yes

! t'lo Ü N/A Remarks:

ü ¡r¡n Remarks:

Remarks:

N/A

d u ties for th e ca.s h1e_c.e$_pl9-c_9_s-s?^ --t* ¡ã áõeéäi-oiiìe'sãfe áñà¡oÑat¡tt appropratcly
restricled?

6 Does a record exists which idenllfies who has ¿ìccess

to the safe andior vault arrd when changes in access !No
occur? I't----'

7 Was the lock cornbination changed when an excess
[] tlo n N/A

-Lo_llg.WltrS lhg yr4_e_e!_qo_v_9.Le-q þy_!¡_e I"gP_oj!?_ _ .i - -

N/A

[: t'to tl N/A Remarks:

RentarkE. Size hi¡rders lìrovenlent

11t1312008

/ {'- ô2

Clll' 6U0(i f licr 09'Cðr Ol'l 01(.ì

ü l.lo RenìaIks:
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STATE OF CALII:ORNÍA
r)t:IrAfll-MÊN r oF 0Al-ll-olìNlA Ì'llGl{wAY P^'lRoL

SPECTION PROGRAM
Chapter 4

Fiscal Controls

- iì -Óóes 
the coómàìid subnrit tlre following forms

wrth the weekly transmittal when appllcable?
(1) CHP 265, Sale of Discarded l-ires/Junk

Batteries/Used Rotors
(2) CllP 36, Evtdence/Property lìeceÌpUReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Tinre Worked

Report, for jury duty.
CI-IP 221, Malicious Damage Report
Cl-lP 464, Traffic Control Cost Estinrate -
Advance Deposii.

_.._ __ LQ) _Qyi|-sttÞp"o-9!-q-
12. ls a memorandum for cash shortages prepared if

nr:cessarv?
13. Does the coml¡and ensure the information written on

_.___,_lh-e_gg_qtì-tgl|qqglstJs_c_q[pl9-t9_9L_d_1çgiÞle]i
14 Was a coulrter receipt issued for each witness fee

X Yes

inoluding the sale of discarded tires, junk ballerres,

E Yes

Þ( Yes

X Yes

qLrarterly if under $10.00, and on June 30 of each
fiscal vear?

22 ls the CllP 264 properly authorized?

[X Yes

(4)
(5)

I l.lo ü ru¡n

t]r
il:... - - 'filtlII
Iil - "'"---- |ii '!

! tJo X N/A

! t,to [] N¡n

!No

fl ¡to

N IVA

I ¡to

n N/A

fl ruo

OriP ô00G ifìc... 09.00) Ol¡l 0f0
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SIAI E Of1 CALIFOIìNIA
NI:PARI-MENT OF CALIFORNIA I.I IGI-MVAY PATROL

SPECTION PROGRAM
Chapter 4
FiscalControls

26.-Were chãnse-iuniið ùtéoiäðãön-cn'eirs, mììrey 
- - i--_- -

orders or cashier/travelers checks? | fl Yesorders or cashíer/travelers checks? | fl Yes

Zi.-ñä¿ñ-anse iuìðsoGi-$icjoãno Èeifv òásñ iirnàs I - 
*

over $200 kept in a sa[e, vault, or nroney chest I lX Yes
acleouate to safequard cash'2 | -- ' ' "* '--- -t'

28. Are all petty cash purchases under $50? i!_,.., i XYes
àö. iô fetivðãsr' use-o no püióñäséþiòriioitilolenist l :--4r. 

'a Ye\t, i ._.

i lJ Yes
ìó-õid iäd ómiñ-ano ôiîôuiiùéñi]ñe ooÍlãil¡rñitation lrn- i' | --.

obiþnatéonyrhe 
* 

¡ 
Ercl-

I Kz ,,

_ __. qp_liltit-s !!e-p-![9¡_ae_e ! - "_ -31 ls a petty cash custodian designated byqerulc¡.q-et? i .[8-ye!-

Clll, ôCoG ilìct O0 Ob) OPIOllj



qômman0:

Castaíc E. F.
Divi9¡0nl
Southern Div sion

Chapler:
ChaPler,l

lnspecleC by:

Sqt. A. Hernandez
0ate:

12t10t08

rAUE U¿I ø5UAÞ IÍIIU SLfìLts,Þ. JJ .OÞI ¿J'+33J3

!

srAlE OF CAUFORNTA I

DEPARN,GNT OF CATJFORNIA HIGI.WAY PATROL

COMMAND INSPECTION PROGRAM
-.,CEPTIONS DOCUMENT

INSTRUCTIONS; lhis document åhall be typed. Check appropriate bores as necessary, or ñll in lhe blanks as indlcaled, Enler the chapter
number of the inspec'tion in the Cllapter lnspec-tion nurnber. Under 'Fon¡¡ard to:" ente¡ lhe nexi level of c mmOnd where the doqJmenl
shall be rcuted to and its due datef Thie docr¡ment shall be utilized to doilment innovative practices, suggæt¡ons for slalewide
ifilprovemênt. identlfled deficlenciés, conective action Dlans, A CHP 51 Memorandum mâv be used if additional sÞace is requir

E Division Level El Comnland Level

TYPE OF INSPECNON I

I

n Execut¡ve Offiêe Levet

Tolal hours expended on the
inspection:

tr

n

Corrective Aolion Plan lncluded

Attachments lncluded

Foflow-up Required:

Eyes 8ruo
_Lt. Pembleton_

Due Date:

s Comments Fteqarding lnnovative Practices:

CHÞ tt60^ (Rov, 0â-09) OFt oro
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STATE OF CATIFORNü\
D,EPARTMENT OF CÁLIFORNIA HIGIM'AY PATROL

COMMAND INSPECTION PROGRAM
,-.,CEPTIONS DOCUMENT

Page 2

UA5 I AIU SUALLÞ rr{\¡È_ a5/ g5

Commander's Response: E Concur or Ü Do Not Concur lDo Not Concur shaltdocument basis for

commând:

Castaic E. F.
Division:
Southern Dlvlelon

chaPlef
Chapter 4

lnsÞêc{ed by:

Sqt. A. Hernandez
uâte:

12t10t08

lnspector's Comments: Shall address non concurrence by commander (e.g,, findings revised, findings unchanged,
etc.

None.

Employee would like to dlscuss lhis report with
the reviewer.

HPM 9.1, Chaþter 8 for a

Reviewer discussed report wi
. employee
Concur

Cl.lP 6tôA (Rcv 0Z{9) OÞl ô10

Do not concut



STATE OF CALIFÕRNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

';;;-;;-r'*;;;*;-,**;;;;';"'*';;;;;;,;ñ"*-oi"-."*;;;-'.-;;;',"'numberoftheinspectionÍntheChapterlnspeclionnumber. Under"Forwardto;"enterthenext level ofcommandwherethedocumenl
shall be rouled to and its due date, This document shall be utilized 1o document innovative practices, suggestions for statewide
improvemenl, identified deficiencies, corrective actÌon plans, andnay be used to appeal fndings. A CHP 51 Memorandum may be used if
additional space is required.

t. Hernandez

TYPE OF INSPECTION

! Division Level I Command Level

! Executive Office Level

T
T
!

Corrective Action Plan Included

Appeal lncluded

Attachments lncluded

Follow-up Required:

tr Yes X t'lo

Forward to:
Lt. Watson_
Due Date:

02t19t09

Commander's Signature: Date:

02119109

Chaptei,lnspection: 4

lnspector's Comments Regarding lnnovative Practices:

There were no items requiring follow up.

'HP 68cA (Rev 09 08) OP/ 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

, age2

Command:

Castaic E. F.
Division:
Southern Division

Chapter:
Chapter 4

lnspected by:

Sqt. Hernandez
Date:

02t19t09

-J

r's Comments: :_l

-eouired Action ':

Corrective Action Plan/Tímeline

None.

CHP 6E0¡, (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGÍ.IWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

INSTRUCTIONS; Answer indrvidual ilems with "Yes" or "No" answers, or fÌll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commenled on via the "Remarks" sec(ion. Additionally, such
discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the memorandum shall include any follow up and/or corrective action(s) 1aken, lf this form is used as a Follow-up lnspection,
the "Foflow-up lnspection" box shall be rnarked and only deficient items need to be re inspected

Number:541

Evalualed by:Sergeant Andrew Hernandez

Date:12-.15-08

! Division Level X Cornmand Level

! Office of lnspections I Voluntary Self-lnspection 7-<
Follow-up Required:
fYes XNo n Follow-Up lnspection

Commande¡'s Signature

a / 2-/ 7-o I
For applicable policies, refer to State Administrative
Manual (SAM), HPM 1 1.1 , Chapter 4, and HPM 11.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperwork reiated to receiving and
preDarinq collections?

n Yes !No X N/A Remarks: tefer to page 4

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management an d accountability of
receivinq and preoarinq collections?

E Yes fruo X N/A Remarks:

3. Does the command have adequate separation of
duties for collections received? fl Yes l-l I'lo X N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? E Yes l-l l'¡o X N/A Remarks:

5 ls access to the safe and/or vault appropriately
restricted? X Yes I-l ruo [-l NIR Remarks: refer to page 4

6. Does a record exists which identifÌes who has access
to the safe and/or vault and when changes in access
occu r?

X Yes ! t¡o X N/A Remarks:

7. Was the lock combinatíon changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

tr Yes Druo X N/A Remarks

B ls the safe securely anchored to the building?

tr Yes ! t'lo X N/A Remarks

L Are weekly transmittal reports prepared in
accordance with departmental oolicv? X Yes I tlo l-] N¡n Remarks

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week qovqred b,v the report?

X Yes E t'lo E n¡n Remarks

CHP 630G (Rev 0908) OPI 0i0
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

1 1. Does the command submjt the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Properly ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty
(4) CHP 221, Malicious Danrage Report
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit,
(6) Civil subpoena,

X Yes I trlo fJ ruln Remarks: refer to page 4

12. ls a rnemorandum for cash shortages prepared if
necessarv? X Yes l-l tto fI N/A Remarks: refer io page

'13. Does the command ensure the information written on

- the counterreçeÞtF rornplete and legible? X Yes INo I-.1 N¡n Remarks:

14. Was a counter receipt issued for each witness fee
deposit recerved? X Yes l-l tlo I-l Mn Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? fl Yes fl ruo X N/A Remarks:

16 Was each counter receipi issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

f Yes I tlo X N/A Remarks:

17. ls sales tax added to items that are not for resale?
l-l Yes [-l tlo X N/A Remarks:

18. Are allcounter receipts pre-numbered and issued in
nur4e¡çel qequence? X Yes l--l ¡lo l-l N/A Remarks:

19. Were transfers of counter receipt books/certiflcates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

[] Yes nNo X N/A Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support exoendíture? tr Yes E trio X N/A Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10 00
quarterly if under $10.00, and on June 30 of each

_ flscal year?

X Yes I t'lo n ¡iln Remarks: Reports are subrnitted
qu arierly

22 ls the CHP 264 properly.authorized?
X Yes I tlo I ruln Remarks: CHP 264 authorized by

the Commander

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chq¡gç ¡lLlnds?

X Yes INo I ru¡N
Remarks

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

X Yes E tlo I Nln Remarks: Ouarterly audits are
prepared and submitted

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? X Yes Iruo E N¡n Remarks: Negat¡ve reports are

submitled routinelv

CHP 6BOG (Rer' 09-08) CPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

NSPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes XNo fl N/A Remarks:

27. Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

X Yes ENo fl N/A Remarks;

28 Are all petty caslr purchases under $50?
X Yes l-l No [-l ru¡n Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes XNo fl ¡ue Remarks:

30. D¡d the command circumvent the dollar limitatíon by
splittinq the purchase? l-lYes XNo N N/A Remarks:

31. ls a petty cash custodian designated by the
comrnander? X Yes ll tlo l-l N/A Remarks: refer to page 4

CHP 680G (Rev O9¡B) OPI 010



STATE OF CALIFORNIA
DEPARTMENI' OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

-= 
= = = = = -= = 

:=:::::: : : 
= 

:-:: : : I := :: : 
=:= 

::: 
- 

: 
- 

:: :-

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, orfiìl in the blanks as indicated Enterthe chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of Çommand where the clocument
shall be routed to and its due daie, This documenl shall be utilized to document ìnnovative practices, suggestions for statewìcle
improvement, identified deficiencies, corrective action plans, and rnay be used to appeal fìndings A CHP 51 Memorandum may be used if
additionai space is required,

J. Castillo

4

Date

11t1512008

Division
Southern

TYPE OF INSPECIION

E Division Level I Command Level

! Executive Office Level

X Corrective Action Plan lncluded

! Rppeal lncluded

I Attachments lncluded

Commander's Sig natu re,Forward to:Follow-up Required,

Xyes X ruo o
I lnspector's Comments Regarding lnnovative Practices:

The Office Manger has on file a detailed Standard Operating Procedure regarding the Baldwin Park
Area's Fiscal Control procedures. ln the event of her absence, her alternate or the Administratíve
Sergeant or Lieutenant has procedures outlined to secure the Area's daily funds.

Command Suggestions for Statewide lmprovement:

The Baldwin Park Area recommends that Area offices with antiquated buildings or space issues be
supplied with the means to install a secured small wall or floor safe to secure funds rather than the
locked container inside a locked filing cabinet which by policy in HPM 11.2is allowed.

Chapter lns

I

j lnspector's Findings: _l

It was discovered the Baldwin Park Area does not have a safe or vault to store funds at the end of the
day. The funds are stored daily in the cash register with a double lock and at the end of the day the
money is reconciled and placed in a locked container inside a locked filing cabinet.

CllP 0804 {Rev 09-08) Of'l 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

com'rand --l-oivisron:

_Baldwin ?a{_|]gT1__
lnspected by:

_9_çrgeeü !gryv-!. qqgllq 
-

Date:

11t15t2008Page 2

The Baldwin Park Area concurs with the findings outlined in the Chapter 4 Fiscal Controls Command
lnspection Program Exceptions Document,

l@
The lnspector agrees with the Commanders comments.

uired Action

Corrective Action Plan/Timeline

There was no corrective action required for this lnspection, but inquiries will be made regarding the
Commands suggestions for statewide improvement,

Cl lP 680A (tìev 09-08) OPi 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAIVI
EXCEPTIONS DOCUMENT

Page 3

Baldwin Park

Sergeqnt Henry J. Castillo

shall be filed within five (5) þusiness da of the completed

eal Review/Decision:_1rtis shatt be the onty tevet of appear¡. _l
rr /n

Cl lP 6BDA (lìev 09 08) OPI 010
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
Chapter 4
Fiscal Controls _Sg!. l-lg nILl_C a st i I I o

/8

Assisted þy

:-::-:-: -=::-:: :':-:::::l:=::::::-::::j:::-=::-_:_=

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Rema¡ks" section Additionally, such

discrepancies ancl/or deficiencies shall be documented on an Exceptions Documenl and addressed to the next level of command

Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken lf this form is used as a Follow up lnspection,

the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspecled

11115t2008

TYPE OF INSPEC TION

! Division Level

I Otf¡ce of lnspections

Follow-up

E Command Level

! Voluntary Self-lnspection

tr Follow-Up lnspection

SÌgnature

E Yes ! t¡o I ru¡n

E Yes !No E ru¡n Remarks

Yes Remarks

nruo NiA Remarks

Yes
Required:

ENo
For applicable policies, refer to State Administrative
Manual (SAM ), HPM 11.1, Chapter 4, and HPM '11.2,

r2.
1. ls management actively involved in reviewing and

approving paperwork related to receiving and
I Auo¡rs

Remar

.lt r¡+us_

!ruo N/A

trY
tr_Y No

ro sffi cAS
Remarks. RLG|

Remarks:

N/A

N/AE ves

f] ves

Yes

!

ffi ntn Remarks

tr N/A Remarks: ñ0 5ñ?6,

N/A Remarks

Ç

ENo

INo

E lto

CHP 6SoG (flev 0908) OPI 010

ElYes E ¡yn Remarks
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNJA HIGHWAY PATROL

.ISPECTION PROGRAM
Chapter 4
Fiscal Controls

Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Saie of Discarded Trres/Junk

Batteries/Used Roiors
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed Property)
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty
CHP 221 Malicious Damage Report
CHP 464, Traffic Control Cost Estimate -
Advance Deposit

(6) Civif subpoena,
12. ls a memorandum for cash shodages prepared if

_ nggqs_Ejyl_

-13-Does the-command ensure the information written on
the counter receipt is complete and legìble? 

-

-14. Was a counier receipl is--ued for each-w-'rtness reã
dgpgg!¡*9_elygd?

15. Was a counter receipt issued for each movie,

_ryfq_qlr?_q. a¡glqoçgia| ey94!e19!(s)?, _ __
16 Was each counter receipt issued for each sale,

ìncluding the sale of discarded tires, .iunk batteries,
used rotors, and other cash received?

l7 ls sales tax added to items that are not for resale?

1B Are allcounter receipts pre-numbered and issued in

numericai sequence?
19. Were transfers of counter receipt books/certificates

between field commands reported on a CHP 2664,
Credit Memo - Non-_Eguip[gIl? _

20 ts tfr*SfO 439 Disb-ursement Vorcl.€r p.p"t1y
authorized and comp.leted to suoport expç¡diture?-- 

2i-'nrre the cHP 264,Þãttvõaêtr neþtenrstnnenr
Requests, completed at least monthly tf over $10 00
quarterly if under $10 00, and on June 30 of each

__ _lÞqal ,!ear?
- z/|sne cFlP 264 properly-autnorìzeor

23 Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
c¡gtg{u_d9?

24 ls there docurnentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?-2s 
Rie overages ana Sõrtage's of thé petticasrr -
f u nd s re-po rted lo F i s c a I _M a n a g e m e n t S e,ct i g¡ ?

l-l tlo tr Nrn Remarks

Remarks:

B Yes E ¡lo Remarks:

E Yes nruo ! N/A Remarks

INo f-l rurn Remarks

11
N/A

N/A

[-l N¡n

fl N/A

I ru¡n

I ¡l¡n

I ivn

Remarks

Remarks

(4)
(5)

RemarksNo n N/A

f] No

FoÈ PFloros 4+JD
S¿kouL ßrlS ttt4¡u*=

M

E

ffi ves L,l No

E l.to

f-] tilo

L-l No

f*l tto

Remarks

Remarks:

Remarks.

Remarks:No

No

n ruln

E rutn

fl N/A

fl ru¡n

Remarks:

Remarks

Remarks

ClllrÉì¡J0fj (tl-É',, 09 CB) Ol'l 010
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

,SPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cash ier/travelers checks? fl Yes lX No l-l vn Remarksr

27 . Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

K Yes I t¡o I N/A Remarks

28. Are all petty cash purchases under $50?
ffi ves ! tlo [-l rulR Remarks.

29 ls petty cash used to purchase prohibited items?

gO. O¡O the command circumvent the dollar limitation by

_ splitting the purchas_e?

31. ls a petty cash custodian designated by the
commander?

fl Yes lX ruo [] ruln Remarks

fl Yes Fl Itlo l-l N/A Remarks:

Yes l-l tlo N/A Remarks:

CllP 6B0G (Rev 09-08) OPI 01 0



STAIE OF CALIËORNIA
DEPAÍìTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

:=;F::=:::S:::::::=======:==::===:ã:=::::::======:========:=::=:==jt:::::=:====:::=:=:

INSTRUCTIONS: This document shall be typed. Check appropriate lroxes as necessary, or till in the blanks as ¡ndicaled. Ênter the chapter
nunlber of the inspection irr the Chapter lns¡:ection trunlber, Under "Fonvard to:" enter the next level of colnmand where the documerrt
shall be routed to and its clue date. This document shall be utilized to document innovative llractices, suggestions for statewide
intprovetnent, identified deficierrcies, correct¡ve action plans, and may be used to appeal finclings. A CHP 51 Memorandum rnay be used il
additional space is lequired.

None.

connìand:
Antelope Vallev

utvfston:

Southern
C ìapter

4
lnspecled b),:

Lt. A. Witmer/OSSI Havworth
[Jate:

11t10t2008

Command S stions for Statewide I ent:

None.

lns s Findinos:

The Antelope Valley Area's fiscal Control Program which encompasses: Security of Area petty cash and
change funds, monitoring and processing of collections, weekly transmittals, counter receipts, and
separation of duties to provide checks and balances, operates within departmental policy.

Only one action item was noted during the inspection. The safe, located within the locked evidence
room, was not anchored to the building.

Cl lP 680Á (tìev 09.08) Ol't 0 i('r



SÏATE OF CAI-IFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Conlmând;

Antelope Vallev
Divisiorr:

Southern
chaptef:

4
lnspected by:

Lt. Andria Wiimer/OSSI Hayworth 1111012008

Comrnander's Re nse:

The issue of the unanchored safe was brought to the attention of Facility lnspectors during a walk-
through of the facility on December 4, 2008.

ln tor's Comrnents:

None.

Area will ensure the safe is anchored to the facirity by April 30, 2009.

Cl{l'e{ìOÂ (lìßv 09-06) OPt ot0
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S'IATE OF CALIFORNIA
îEPARTMENT OF CALIFORNIA HIGHWAY PATIìOL

,ISPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1 of 3

Commar'rd:
Antelooe Vallev

Division:
Southern

Number:
Ê^ç

Evaluated byr
Lt. A. Witrner

Date:
11t10t2008

Assisted by:
OSSI Cindv Havworth

Date:
11t1012008

ffiffiãil ffiffiffi,liffi ffi *"T "*'''-"":;ilñ *,-' **Æïñ'.*;.ffiffi ;;::
ap¡ilicable legal statues, or deficierlcies noted in the ins¡:ections shall lre cornrnented ori via the "Remarks" section. Additionally, such
discre¡rancies and/or deficiencies shall lre documerrtecj on an Exceptiorrs Documelrt and addressed to the next level of command.
Furthernrore, the lnel¡orandum shall include any follow-up arrd/or con-ective action(s) taken. lf this forrn is used as a Follow^u¡t lnspection,
the "Follow-u¡) lnspection" lrox slrall lre marl<ed arrd only deficient ¡tenìs need to be re-ins¡rected.

I YPT| OF INSPEC]]ON

tr Division Level ffi Comrnand Level

! Office of lnspections X Voluntary Self-lnspection

Follow-up Required:
Xyes Iruo I follow-Up lnspection

Ire Date:

f Ð,- ro -.ùÈ
For applicable poticies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chaoter 2.

\)

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
Þreparing collections?

X Yes Druo nvn Renrarksi

2. Does the cornmand have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivino and preparino collections?

X Yes ! t,lo Dvn Renrarks: ln Office Assislant job

descr¡ptions in the SOP

3. Does the command have adequate separatiorr of
duties for collections received? Xl ves [lruo Il¡vn Remarks;

4. Does the command lrave adequale separatìon of
duties for the cash receipt ¡rrocess? ffi yes ! ¡to n ¡:¡n Rellarksl One OA processes

requests and one OA prepares the
transmittal.

5. ls access to ihe safe and/or vault appropriately
resh'icted? ñ Yes f-l ¡lo l-l ru¡n Renrarks: Locked in Evidence toom,

6. Does a record exists which identifies who has access
to the safe and/or vault and when clranges in access
occur?

X Yes !ruo n N/A Renrarks: Prepared by Evidence
officer after last audit

7. Was the lock combirration changed when an excess
nu¡rber of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

! Yes 8no fl N/A Rernarks: The safe is in evidence
room and those who knew the
conrbirratìon have since rellred alrd
no lonoer have access lo the roorrì.

B. ls the safe securely anchored to the building?
nn*AGTloN ITEM*** ! Yes X t¡o Ivn Remarks: Tlris was ljrought to the

attentiorr of the Facility lnspectots on
December 4, 2008.

9. Are weekly transmittal reports prepared in
accordance witlr deoartmental nolicv? X Yes [-] ruo ll Nln Renrarks:

10. ls the weekly transmittal reporl(s) submitted to Fiscal
Management Section (FMS) wiflrin five working days
followinq the week covered bv the reoorl?

X ves fl ¡lo I N/A Reniarks:

Clli,ôlJoG (fì€v 0!ì08)OPl 010
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STATE OF CALIFORNIA
DEPARTI4ENT OF CALIFORNIA HIGHWAY PATROL. ISPECTION PROGRAM
Chapter 4
FiscalControls

1 1. Does the command sul¡mit the following forms
with the weekly transrrrittal wherr applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report

(Unclaimed Property),
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,frafÍic Conh'olCost Estimate -

Advance Deposit.
(6) Civilsubooena

X Yes INo ll ¡¡¡n Renrarks: discarcled t¡res and junk
batteries are now considered
lrazardous rììalerial and are not sold.

12. ls a memorandum for cash shortages prepared if
necessarv? X Yes [-l ¡,lo [l ru¡a Remarks:

13. Does the command ensure the information written on
the counter receint is comolete and leoible? X Yes l-l No l-l vn Remarks:

14. Was a counter receipt issued for each witness fee
deÞosit received? X Yes [-l ruo fJ ru¡n Renrarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? lX ves [-l t'lo l-l ru¡n Renrarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

I Yes I Irto X N/A Rerìarks: Area does not sell these
¡tems lo the public since they are now
considered hazardous materials.

17 ls sales tax added to items that are not for resale?
[l ves lruo X ru¡a Remarks: See al¡ove

18. Are all countel'receipls pre-numbered and issued in
numerical sequence? X Yes l-l lrto I-l tryn Remarks:

19. Were tlansferc of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Eouipment?

I Yes n ¡to X nln Remarks: None wele done.

20. ls the STD 439, Disbursement Voucher, properly
authorized and conrÞleted to supÞort expendiiure? E ves l-l Hto l-l ru¡n Remarks:

21. Are the CHP 264,Pelty Cash Replenishment
Requests, completed at least monthly ìf over $10.00,
quarterly if under $10,00, and on June 30 of eaclr
fiscal vear?

X Yes n ¡lo I N/A Rernarks;

22. ls lhe CHP 264 properly authorized?
lX Yes l tlo f-l rrt¡R Renrarks:

23. Does the total amount of caslr, receipts on hand, and
receipts in transit equal the total of petty cash and
chanoe funds?

ñ Yes Xruo T N/A Remarl<s: Petty cash lralanced on
11t7 t08

24 ls there documentation to suppot't periodic reviews of
petiy cash and change funds performed by ihe
cornmander or desÍorrated person?

X ves ! ¡to ! N/A Renrarks: Contained in lhe Areâ files
u¡rder "Audits."

25. Are overages and shortages of the petty caslr
funds reporl,ed to Fiscal Marraqenrent Section? XlYes [-l ruo [_l ru¡n Remarks;

CllP 680G (tlev.0S.0e) OFI 010
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SÍA'IE OF CALIÍ:ORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

.ISPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were cltange funds used to cash checks, nroney
olders or cashier/lravelers checks? f] Yes X trlo l-l vn Remarks:

27 . Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money clrest
adequale to safeguard cash?

I ves I l.to Trun Renrarks: Cash box is kep{ locked in
the clerÌcal cab¡nets willr linrited
access,

28. Are all petty cash purchases under $50?
X Yes f-ì t'¡o l lru¡n Renrarks:

29, ls petty cash used lo purchase ¡rrohibited items?
f]Yes X t'lo [-] Nrn Renrar ks:

30. Did the comrnand circumvent the dollar limitation by
splittinq the purchase? ! Yes X tto f-l w¡R Retnarks:

31 . ls a petty cash custodian designated by the
comnrarrder? X Yes l-l tlo [l ruln Renlad<s: OSSI

Cl lP ôBOG (Re!, 09.08) OPI 010
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STATE OF CALIFOi'NIA
DEPARTIv;!NT OF I.ALIFORNIA HJGHWAY PATROL

COMMAND INSPECTION PROGRAM
qXCEPTIONS DOCUMENT

:::1 : 
--::::::::=-:-

INSTRUCTIONS: This clocr-¡rle¡rt shall be typecl Check approprjate boxes as necessary, or fill in the blanks as irrdicated. Elrter the chapter

rrunrber of the inspection in the Cha¡tter Ins¡rection number Under "Forward to:" e¡rter the next level of cotrmalrd where the document

shall be routecl to and its due ciate. This document shaìl be utilized to docunrent innovative ¡lractices, suggestions for statewide

irnproverne¡t, iclentified deficiencies, corrective action plans, and tnay be used to appeal finclings A CHP 51 Memoratrdum may be used if

adclitiorral space is rec¡uired.

TYPE OF INSPECTION

I Division Level E Command l-evel

! Executive Office Level

lns ector's Comments R

The Altadena Area is
'PG 22.1. The Area

lnnovative Practices:

following all policies and procedures
has not implemented any innovative

E Corrective Action Plan lncluded

! nppeal lncluded

tr Attachments lncluded

Commander's Siqnature:
-2-),¿' ///

regarding "Fiscal Controls" as ouilined in

pract¡ces regard ing fiscal procedures.

01/05/2009

Follow-up Required:

Ives Eruo

Forward to:
Southern Division

Due Date: 1213112008

Chapter lnspection:

Command Su tions for Statewide lmorovement:

None

s Findinqs:
I
I

The Altadena Area is
HPG 22.1. The Area

following all policies and procedures
does not have a safe or vault.

CriP ¿!uÄ (Re,r {,€J-03).)Pl (r iO

regarding "Fiscal Controls" as outlined in



STATE OF CALIFORNIA
DEPARTÍV;ENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Commander's Response:

The Area will continue to follow policies and procedures regarding "Fiscal Controls" as outlined in HPG
22.1.

I lnspector's Corlments:

See "lnspector's Findings" section.

uired Action

N/A

CHP 680A (Rev 0i'08) OPI 010



SIATE OF CALIF'ORNIA
DEPARTMENT OF CALJFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

lnspected by:
Lieutenant Geletko 12t29t2008

Appeal Process: (Appeats shall be fíted within five (5) business days of the

Commander's Basis for a

I Review/Decision: ïhis shatlbe the only level of

Date.
12t29t2008

CHP 6804 (Rer lrr'08r OPI 0'1û



STATE OF CALIFORNIA
:PARTMENT OF CALIFORNIA HIGHWAY PATROL

.I{SPECTION PROGRAM
Chapter 4
Fiscal Controls Lieutenant Chuck Geletko

:::::::: ::-::::::::::::--=::-::::::::::::::::::::=:::::::::::=:::=::::::::=-
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal stalues, or defìciencies noted in the inspections shall be commenled on via the "Remarks'section. Additionally, such

Oiicrepancieõ and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furlhermore, the memorandum shall include any follow-up and/or correclive aclion(s) taken, lf this form is used as a Follow-up lnspection,

the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected

Uø/*j d- 4tr7

Remarks: Area does not have a safe

-.. 
-\

Comma nder'g,dig n ? fu re :

X Yes

X Yes

Yes

X ves

f,No

Yes

Yes

N/A

X ruln

nruo I ru¡n

No

CllP 680G (Rev o9-o8) OPI 010



STATE OF CALIFORNIA
.EPARTMENT OF CALIFORNIA HIGHWAY PATROL

..{SPECTION PROGRAM
Chapter 4
Fiscal Controls

Í- t l. Ooeit¡re command submit the following forms
wlth the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, EvidenceiProperty ReceipUReport

(Unclaimed Property)
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
CHP 221, Malicious Damage RePort
CHP 464,f rafíic Control Cost Estimate -
Advance Deposit

the counter receipt is complete and legible?

- 14.\ /asã counter receipt issued for each witness fee
deposit received?

15 Was a counter receipt issued for each movie,
wid.--load, and st,eeia detail(s)?

16. Was each counter receipt issued for each sale,
ìncluding the sale of discarded tires, junk batteries,
used rotors, and other cash received?

rr rs sales tax aooeõ Io nems rnat are n-otTor resare?

18. Are allcounter receipts pre-numbered and issued in

numerical se!ue
- - 19 Were transters of counter receipt bookslcertificates

between field commands reporled on a CHP 2664,
Credit Memo - Non- Equipment?

-20.ls the STD ¿g-g, O¡sOursemeñt Voucher, properly
authorized and completed to supporl expenditure?

-zr. 
nre ffre cHÞ 264 Þ-ne-ptenisrrmert - -
Requests, completed at least monthly if over $10.00
quarterly if under $10.00, and on June 30 of each

lSçal ySgr?_
1z* tne-c-np zo¿ propertv auttror¿eaz

Zs -Ooes tlìe ictal amount of cãètr, receipts on hand, and
receipts in transit equal the total of petty cash and

- 
rlerge I!4!:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
co m m a n d e r qf_Qç¡iglglgq !qr9ol_?

- 21. Are overãg-es and shortageé of the petty cash
funds reported to Fiscal Mqage¡5¡¡t Sggllo¡?

I Yes INo X ruln

INo Remarks

X Yes ENo ! ruln Remarks

Remarks

No fl NiA Remarks

Ivn Remarks:

No

(4)
(5)

X Yes !ruo fl N/A Remarks:

N/A RemarksYes INo
N/A Remarks:

Page 2of3

Remarks:

Remarks

Remarks: The transfer of counler
receipt books/certificates has not
occurred

(6) Civil subooena.
12, ls a memorandum for cash shortages prepared if

necessarv?
ñsure ttle ¡ntormat¡orl wiitten on

fl ¡lo

X Yes

X Yes

Yes

N/A

_tr_N

,"u-.1-l trr/

I ves

Yes N/A Remarks

N/A Remarks:

X Yes ! tlo T N/A Remarks:

X Yes

X Yes

CilP 6tj0c (Rev 09 Ù8) OPI tl10
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STATE OF CALIFORNIA
:PARTMENT OF CALIFORNIA HIGHWAY PATROL

...ISPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes Xruo f-l vn Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safequard cash?

X Yes nNo n ruln Remarks.

28. Are all petty cash purchases under $50?
X Yes l-l trlo [] ¡lln Remarks:

Zg. ls petty cash used to purchase prohibited items?
l-lYes XNo l-l rurn Remarks:

30. Did the command circumvent the dollar limitation by
splittinq the purchase? [] Yes X trto ! rutn Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-l ¡lo t--l N/A Remarks:

CllP 6B0G (Rev 0s-08) OPI 010



STTTE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Newhall Area
Division:

Southern
Chapter:

3
¡nspected by:

Sot. J. Martinez - 11332
uare:

12-16-08

rr'¡STRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as ìndicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans, and may be used to appeal fìndings, A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

X Corrective Action Plan lncluded

n Appeal lncluded

I Attachments lqc.luded

Follow-up Required:

nYes Xruo

Forward to:
Southern Division

Due Date: Feb. 28,2008

Date:

;-4o/
Chapter lnspection: Three - Command Procuremen:ts

lnspector's Comments Regardinq lnnovative Practices:

. Contracts program: NewhallArea follows the recommended programs outlined in Government
Code Section 8546.7 for processing and handling contract records.

Command S estions for Statewide lmprovement:

lns 's Findi

Contracts Program:
. Contracts program: NewhallArea follows the recommended programs outlined in Government

Code Section 8546.7 for processing and handling contract records, lt was noted that the Area
kept several expired contracts for over three years after the final payment of the contract,

X- Number Program:
. The Area's X-Number Program is being operated within the guidelines set fotth by departmental

policy, lt was noted that the STD 21 and STD 204 forms did not accompany the X-numbers.

CHP 6804 (Rev o9-0B) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGR,AM
EXCEPTIONS DOCUMENT

Je2

lnspector's Findinqs - Continued

o The Area's
policy.

e The Area's
policy.

Command:

Newhall Area
Divisron:

Southern
Chapter:

3
lnspected by:

Sqt, Martinez
Date:

12-16-08

Cal-Card Program:
Cal-Card Program is being operated within the guidelines set forth by depaftmental

Purchases Program:
purchases Program was found to be operating within guidelines set by departmental

Contracts program Action ltem - Has been corrected with a change in the retention schedule for all

future expired c-ontracts. All key personnel have been made aware of the required retention period.

X-Number Action ltem - All future X-numbers will be accompanied by a STD 21 and STD 204'

Cal Card Program - No action items. The Area is operating within departmental policy.

purchases Program - No action items. The Area is operating within departmental policy.

The inspector agrees with the Commander's response that the action items were corrected immediately

through training of key personnel.

Contracts program Action ltem: All key personnel have been made aware of the three year

retention perlõd and will immediately comply with this requirement for all future contracts'

X- Number Action ltem: Ensure alt future numbers in the file are accompanied by a STD 21

and STD 204.

Cal Card Action ltems: None required.

Purchases Program: None required.

CHP 680A iRev 09-06) OPI 010



STAilE OF CAUFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENÏ

/e3

Command:

Newhall Area
DÌv¡sion:

Southern
hapter:

2

lnspected by:

Sqt, Maftinez
Date:

12-16-08

Lead lnspector's Signature:

z-z --L>r< --:-'
Date:

Z-7ó.a2
for-íPPeal Dateì

z .2.( 'a I

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

?MMAND INSPECTION PROGRAM

'"¡SPECTION 
CHECKLIST

Chapter 3, Command Procurements
Contracts

Page 1of4

Command:

Newhall
D¡v¡s¡on:
Southern

Number:
540

Evaluated by:

J. Martinez
Da te

I 2-1 6-08
Assisted by: Date:

::::::::::::::::::=-::::::::::::::::::::::::::::::=:=:--::::--=::-::::L--

INSTRUCTIONS: Answer indivÍdual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

Jiscr"p"ncieã andlor deficiencies shall be documenled on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

ion, the "F lnspection" box shall be marked and only defcient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level t

tr Executive Office Level n Voluntary Self-lnspection

Follow-up Required:
l-l Yes X trto

fl Follow-up lnspection ""^ ^^rc)"'üL Date:

t ¿¿ 4,î

For applicable policy, refer to: HPM '1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes n ¡lo I ruln Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? X Yes n ¡lo tr rure Remarks:

3. ls the Otfice of Primary lnterest (OPl)tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

X Yes !No tr N¡n Remarks:

4. ls the performance of contract services monitored
and documented? X Yes trNo n u¡n Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes !No I NiA Remarks:

6, Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

I ves tr ttlo X Nln Remarks:

7, ls the finalproductto be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes nruo E ru¡n Remarks:

B, Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.'1 ,

Chapter 22,before fonruarding the CHP 78 or CHP
78A.?

ffi Yes ENo I nla Remarks:
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STAIE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFíWAY PATROL

)MMAND INSPECTION PROGRAM
I'vSPECTION CHECKLIST
Chapter 3, Gommand Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes trNo tr ru¡n Remarks:

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? I Yes nNo [] n¡n Remarks:

'11. Are contract services performed according to the
quality, quántity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes I trlo T N/A Remarks:

12, Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

I Yes INo E ruIN Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient fundg to pay for all services rendered
as required by contract?

X Yes INo tr ruln Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes !ruo I ru¡n Remarks:

15. ls the final invoice identified and approved, as
appropriate and fon¡varded to Fiscal Management
Section for payment?

X Yes tr tlo n N/A Remarks:

16, Are all applicable form sections of the CHP 78
completed? X Yes nruo n ruln Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential publíc services?

X Yes ! f,lo n ruln Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

X ves !No I ruln Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes nruo fl N/A Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? X Yes l-l trto [-l ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

9MMAND INSPEGTION PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? I ves n ¡¡o [] ruln Remarks:

22. Are amendments requested before the expiration of
the original contract? X Yes nruo I ru¡e Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in

total cost?

X Yes E t'¡o ! uln Remarks:

24. Do conference room rental costs exceeding the $500
per day lìmit have pre-approvalfrom Assistant
Commissioner, Staff?

I Yes nruo fl N/A Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

X Yes ! tlo E ruln Remarks:

26. ls a driver license .check conducted for, but not
limited to, all of the following types of agreements, if
the contractor andior specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Vent¡lation, and Air Conditioning Servìce
(1 1) Laundry/Linen Service
('12) Office Machine Maintenance and Repair
('13) Painting Services (interior of facility)
('14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equ¡pment Maintenance and Repaìr
(19)uninterruptible Power Supply Maintenance and Repair

I Yes E tlo fl N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

CMMAND INSPECTION PROGRAM
,,{SPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

! ves !No n ru¡n Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes nNo E ruln Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes fno trrun Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes I ¡to T N/A Remarks:

3'1. ts a computer file prepared for all contracts
administered? n Yes XNo n N/A Remarks:

32. ls a spreadsheet prepared listing all expenditures?
! Yes Xruo nrun Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes nruo tr rutn Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes nruo tr N/A Remarks:

35, Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

[] Yes I t'¡o X ¡lln Remarks:

36, Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes ! t¡o Xnn Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes nruo n ru¡n Remarks:

38. Are the requirements for Government Code Section
19'1 30 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

I Yes nNo n ruln Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol, I

Ch. 4, Section 4.09)
flYes X ¡lo I Ntn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

?MMAND INSPECTION PROGRAM
inISPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

uomman0:

Newhall
utvtslon:
Southern

Number:
540

Evaluated by:

J. Maftinez
lJate

12-16-08
Ass¡sted þy: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies wlth policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

f] Executive Office Level ! Voluntary SelÊlnspection
srÆ

Follow-up Required:
!Yes Xwo ! rollow-up lnspection

connanoetTÜw Date:

2--rt 'o /
For applicable policy, refer to: HPM 1 1,2, Chapler 7

1. Are pafticipants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

I Yes n ¡lo I N/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? [] ves INo n ruin Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

! ves X ¡lo n ura Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
ditferent suppliers or from different statewide
commodity contracts?

ffi ves nno T ru¡N
Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisitlon? X Yes nNo tr N/A Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes trNo n N/A Remarks:

7 , Are expedited requests for the purchase of goods
fonruarded to the Assistant Commissioner, Staff, for
approval?

X Yes nNo Ivn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
-OMMAND INSPECTION PROGRAM

,,{SPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes tr tlo n ruln Remarks:

9. Are the CHP 43, Purchase Requisitions,
cornpetitively bid? X Yes nNo tr ruta Remarksr

10, Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes nruo I ru¡n Remarks:

1'1, Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X Yes X tlo n u¡n Remarks:

12. Are Limited Competitive Bldding purchase requests
for items that interface with existing depadmental
equipment in compliance with SAM 3555.3?

I Yes nruo I N/A Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

I Yes INo n ru¡n Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes I t¡o !run Remarksr

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

I ves n ¡lo I urn Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes nruo trrun Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packlng slips as
acknowledgement that a portion of the order has
been received?

X Yes tr t'¡o n ¡¡ln Remarks:

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes nruo ! rurn Remarks:

19, Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

I Yes truo n ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

IMMAND INSPECTION PROGRAM
lF¡SPEGTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20, ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or defetion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prePared?

I Yes !No D Nln Remarks:

21, Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for

. an unreasonable length of time, (SAM 8422.0)
X Yes I l,lo T N/A Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes I f'¡o Ivn Remarks:

23. Are decisions documented to create a paper trail
documenting ihe basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

X Yes lNo n nln Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

I Yes XNo E uln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
'SPECTION CHECKLIST

vnapter 3, Command Procurements
X-Number Program

Page 1 of 2

uornman0:

Newhall
D¡V¡sIon:
Southern

Number:
540

Evaluated by:

J, Maftinez
Date;

12-16-08
Assisted by: Dale:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defciencies noted in the inspections shall be commented on via the "Remarks" sectlon Additionally, such
discrepancies and/or defìciencies shall be docurnented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

E Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection
Sr-¡

Follow-up Required:
l-l Yes l-l trlo

L_J Follow-up lnspection comnanaetsYü'u Date:

J -.>/ .04

For applicable policy, refer to: HPM 1 1 .1 , Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4.999 contract limit? I Yes X I'lo n ruln Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes E Itlo n n¡n Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes I ¡.lo I nln Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes E tlo fl N/A Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l ruo l-l w¡R Remarks:

6. Are prohÍbited services performed using an X
Number? n Yes XNo ! ru¡n Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes trNo [] ruln Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecomm u nications SectÍon?

I Yes ! t'lo trnn Remarks:

L Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X yes ENo n rurn Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

I Yes nNo E nle Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
SPECTION CHECKLIST

unapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes I r,¡o nrun Remarks:

12, Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Deparlment of General Services (DGS)?

X Yes E t'¡o I ru¡n Remarks:

13, Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

X Yes !ruo [] ruln Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes I trlo n N/A Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes nruo nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

^OMMAND INSPECTION PROGRAM
...SPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page I of 2

Command:

Newhall
Dlvision:
Southern

Number
540

Evaluated by:

J. Martinez
Date:

12-16-08
Assisted by: Date

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfill intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or defciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancíes and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.

Fuñhermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
efìcient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level I Command Level

f] Executive Office Level flVoluntary SelÊlnspection

5ei

Follow-up Required:
l-l Yes X ruo

n Follow-up lnspection onnanaffi'"Ül* Date:

) -s¿ -¿7

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee. form?

X Yes !no tr ru¡n Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintalned within the Cal Card command file for
each vendor utilized?

X Yes I tlo n N/A Remarks:

3, Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes n r.¡o fl N/A Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes ! t¡o fl N/A Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the cerlificatìon letter from the Department of
General Services maintained in the file?

X ves n ¡¡o fl N/A Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes nNo n N/A Remarks:

7. Are purchases split into multíple transactions in order
to circumvent transaction purchase limits? I Yes X Itlo n N/A Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X ves lruo n nln Remarks:

9. Are bank statements reconciled with the CHP 317
CalCard Log and the receipts/invoices? X Yes nNo INn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

^OMMAND INSPECTION PROGRAM
..¡SPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10, ls the CHP 3'17 Cal Card Log properly authorized
and maintained? X Yes INo X nln Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? I Yes n ¡¡o n ruln Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on

the bank statement.

X Yes !No n u¡n Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes [l trlo I NIn Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes E t'to X rutn Remarks:

15. Have allcardholders received training on the
Department's procu rement processes? I Yes !No E N/A Remarks:

'16. Are item(s) purchased with the Cal
by depaftmental policy? E Yes XNo n rutn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-.WAY PATROL

.^IMMAND INSPECTION PROGRAM
.. -JPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of2

Command:

LACC
Division:
Southe¡n Division

Number:
,

Evaluated bY:

PSDS ll Susan Simmons
Date:

1210212008
Assisted bY:

PSDS ll Louise PankeY
Date:
1210212008

anks as indicated. Al
on via the "Remarks'

and addressed to the
action(s) taken. lf thi P

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
l-l Yes X No

! Follow-up lnspection Commander's Signatgre: <:.-r-a/--

i For applicable policy, refer to: HPM '11'2, Chapter 3

ilail employees associated with the use of the C

Card program completing the CHP 78S, Conflict of
ln*araot Qfofamant Fmnlnrlee fnrm?

X Yes INo Evn Rêmarks:

2, Are STD. 21 Drug Free WorKplace certlllcatlons
maintained within the Cal Card command file for

each vendor utilized?
X Yes nNo n ruln Remarks: STD 21 certifications are

provided bY vendors and sent with

requisitions to Sacramento.

forms maintained

in the Cal Card command file for each vendor
utìlized?

X Yes !No [] ¡¡ln Remarks:

aste Management Board

Form74 documents maintained for each vendor

utilized?

X Yes ! l.¡o fl Mn Remarks:

ffiall business or DVBE is utilized,

is the certification letter from the Department of
General Services maintained in the file?

X Yes nNo n ruln Remarks:

E Yes nruo Xvn Remarks: Area has not utilized the

fair and reasonable method.
6. When fair and reasonable ls utlllzeo' ls tne Talr ana

reasonable method documented and properly
justified?

@ multiple transactions in order

to circumvent transaction purchase limits? n Yes XNo n ru¡n Remarks: Area alwaYs follows
Departmental PolicY regarding
ourchases.

Log fullY describe the

purchase? X Yes ENo n N/A Remarks:

@c¡teowitrtheCHP3lT
Cal Card Log and the receipts/invoices? X Yes ENo T ru¡N

Remarks: The bank statements are

reconciled with CHP 317 and receipts

bv a non-card holder.
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STATE OF CALIFORNIA
DEPARTMENÍ OF CALIFORNIA HIGHWAY PATROL

^qMMAND INSPECTION PROGRAM
.. JPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes nNo ! N/A Remarks; Area had a Cal Card audil

completed in October 2008 and
received oood ratinqs.

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes fl ¡¡o fl N/A Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X ves I tlo nrun Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes [l trlo l-l N/A Remarks: Cal Cards are secufed.

14. Are Cal Card purchases pre-approved by the
commander? X Yes INo n ru¡n Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes nruo I ru¡n Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? n Yes X tlo n nln Remarks: Area follows Departmental

policy regarding purchases.
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ST¡.IE OF Ui ILIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

::::::::-:::==::::::::::::::::::::::::::::::::::-:::=:-::-:::::::::---
,..JTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, orfìll in the blanks as indicated. Enterthe chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defÌciencies, corrective action plans, and may be used to appealfìndings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

I Division Level X Command Level

I Executive Office Level

n
n
T

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

IYes XNo

Fonruard to:

Due Date:

Commander's Signature: Date:

t"/,1,/

Chapter Inspeíction:i

lnspector's Comments Reqarding lnnovative Practices;
None

Command estíons for Statewide lmprovement:
None

lns 's Fi
No discrepancies found,
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COMMAN D INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

'ge 2
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STATE OF C\LIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

ge3

Command:

LACC
Div¡s¡on,
Southern

Chapter:
3 Cal-Card Program

lnspected by:

PSDS ll S, M. Simmons
lJate:

12t2t2008

**,'(Y.ï'"ryft\
,/, o /"/,? //h.

Date: / /

/)/>¿/ct;
nder's Slgnature Dale:

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL
-OMMAND INSPECTION PROGRAM

Ií\¡SPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4

Command:LAGG

LACC
Division:Southern Number:514

Evaluâted by:

PSDS ll Patricia Hill
Date:

12t04108
Assisted by:

PSDS ll Darlene Pedersen
Date:

12104t08

:::=::-:=:: =::=:=i:===:::::::::::::::::=::::::::::::::-:

INSTRUCTIONS: Answerindividualitemswith"Yes"or"No"answers,orfillintheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieõ and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up andior corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

fl Division Level X Command Level

n Executive Office Level fl Voluntary Self-lnspection

Lead lnspector's Signature:

/¡¿ Y(-ec
Follow-up Required:
l-l Yes I ttlo

[_l Follow-up lnspection Uale: / ,/
iL/z-t-/"¡

For applicable policy, refer to: HPM 1 1.1, Çhapler 22

1. ls a CHP 78 Conkact Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes nNo fl N/A Remarks:

2. ls a CHP 78 Contract Request used for onelime
services exceeding $4,999.99? n Yes X trlo t] N/A

3. ls the Office of Primary lnterest (OPl) tracking
numberíng beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

I ves !No nrun Remarks: No instances necessitated
this.

4, ls the performance of contract services monitored
and documented? I Yes n ¡¡o n ruln Remarks: Contacts monitored by shift

managers.

5. Are all copies of correspondence with the vendor
maintained? X Yes nNo D ru¡n Remarks:

6, Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes ENo X ru¡n Remarks:

7 . ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes nruo n r.¡ln Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM I 1.1,

Chapter 22,belore forwarding the CHP 78 or CHP
78p.?

X Yes XNo I ruln Remarks;
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGF.IWAY PATROL

ìOMMAND INSPECTION PROGRAM
TNSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

L Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! Yes ! tlo X n¡n Remarks: Handled by Headquarters.

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? ! Yes n ¡¡o X ruln Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9,, review
progress reports and interim products)?

X Yes nNo n ru¡n Remarks:

12, Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

I Yes INo ! ruln Remarks: By management level and
above.

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes nNo n ruin Remarks:

4. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes nNo E rr¡ln Remarks:

15. ls the final invoice identified and approved, as
appropriate and fon¡rrarded to Fiscal Management
Section for payment?

I Yes nruo ! ¡r¡n Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes INo ! N/A Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes n ¡lo n ru¡n Remarks: ln the event this would
happen, yes, but to date this has not
occurred

'18. Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

X Yes nruo n nln Remarks:

19, Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes n ¡lo nvn Remarks: Yes, but situations have
not requirèd this.

20. Are contract amendment request dollar amounts
increased more than 30%? ! ves nruo X ruIN Remarks: Has not occurred during

this report.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

:OMMAND INSPECTION PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n Yes nNo Xvn Remarks:

22. Are amendments requested before the expiration of
the original contract? X Yes n ¡¡o n ruln Remarks: Yes, if needed.

23, ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in

total cost?

I Yes X t'lo n N/A Remarks: Not used during this period

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Statf?

n Yes XNo ! N¡n Remarks: Not uiilized.

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finoerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and RepaÍr
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

X Yes nNo ! Nln Remarks: DGS handles facility
issues. However, CHP ensures
backgrounds are conducted to
comply with CLETS requirements.

26 ls a driver license_gheck conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repa¡r
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repait
(6) Elevator Maintenance and Repair
(7) Fire Extingulsher Service
(8) Garage Door Maintenance and Repair
(9) GraphicArts Equipment Ma¡ntenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
('14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)unintenuptible Power Supply Maintenance and Repair

E Yes Xuo X f'¡¡n Remarks: DGS handles facilitY.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL
.OMMAND INSPECTION PROGRAM

¡NSPECTION GHECKLIST
Chapter 3, Command Procurements
Contracts

21, Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

! Yes !No X r.¡le Remarks:Handled bY DGS and/or
ISU.

æ, ts CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
andlor criminal history information is received
regarding the contractor or the contractor' s
personnel)?

n ves nNo K Nln Remarks: Refer to list item #25.

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X ves nNo tr N/A Remarks:

30, ls a log sheet maintained for a diary of activities
related to the contract? X Yes nruo n N/A Remarks: When events occur'

31. ls a computer file prepared for all contracts
administered? X Yes !No [] N/A Remarks:

s a spreaOsheet prepared listing all expenditures?
X Yes n r.lo n ruin Remarks:

ß itihtnoilfbation to the contractor documented for
the start date for services to begin? D Yes trNo x N/A Remarks: Our contracts are

administered.

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

n Yes nNo X ru¡n Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3,02,1)

n Yes ! tlo X ru¡n Remarks:Not used

36, Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes tr t¡o x NiA Remarks:

g7. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes nNo I N/A Remarks: For those few contracts we

have.

g& Rre the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol' l,

Ch. 7, Section 7.05)

I Yes ENo n N/A Remarks: lf aPPlicable.

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. l,

Ch. 4, Section 4.09)
I Yes XNo T N/A Remarks:
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STATE OF CALIFO, .:IIA
DEPARTMEN OF ìALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

:=:=::::::::::-:-:=: :=::::-:_:::::::-:----- 
- 

::'_-:::
INSTRUCTIONS: This document shall be typed, Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for stalewide
improvement, identifled deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

3 Conlracts

Dateì
1210412008

TYPE OF INSPECTION

n Division Level X Command Level

E Executive Office Level

n
¡
tr

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

E yes X l.lo

Fonvard to:

Due Date:

Date:

t.f .-/ t
Chapter lrispection:..'' , , ' i.;:'., .l,;:'...;'1.,, 

"r

lnspector's Comments Reqardinq fnnovative Practices:
None

Command stions for Statewide lm rovement:
None

lns 's Findi
No discrepancies found.
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STATE OF CALIFC 'NU\

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

ge2 PSDS il P. A. Hiil, #A5325

Commander's Resoonse:

Area is in compliancewith policyapplicabletothis Chapter lnspection in accordancewith HPM 11,1,
Chapter 22.

lns r's Comments:

Contract services are monitored by the shift managers and Area Lieutenant. Area ís in compliance with
Departmental policy,

Corrective Action Plan/Timeline

None
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STATE OF çALIFO \IA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3 PSDS ll P. A. Hirl, 1tA5325

RevieWDecision: (Thts shail be the ontv tevet af

I Lead lnspector's Signature:

ommander's Signature
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

IMMAND INSPECTION PROGRAM
IxSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

Command:

L.A. C. C.
Division:
Southern

Number:

Evaluated by:

PSDS ll M.A. Orozco
Date:

12t5t08
Assisted Þy:

PSDS ll D. C. Pedersen
Date:
1 2/09i 0B

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfìll intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieõ andior defciencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
efìcient items need to be re-inspected.

TYPE OF INSPECÏION

n Division Level X Command Level

fl Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
! Yes X l.lo f-l Fottow-uo lnsoect¡l

\

Date tt-/L¿-/q
1210912008

For applicable policy, refer to: HPM 11.2, Chapier 7

'7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes !No n ruln Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes !No !vn Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

! Yes XNo I ruln Remarks: Prohibited items procured
on a CHP 43 would be a violation of
departmental policies and
procedu res.

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from drfferent statewide
commodity contracts?

X Yes nruo E ru¡n
Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes E t,lo E ru¡n Remarks;

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

I Yes nruo [] ruin Remarks:

7. Are expedited requests for the purchase of goods
fon¡varded to the Assistant Commissioner, Staff, for
approval?

X Yes E l',lo E N/A Remarks: Through chain of command
beginning with Southern Division
when necessary.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

fMMAND INSPECTION PROGRAM
tr\¡SPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

L Do specialized items purchased contain the
appropriate Division, andior OPI approvals? X Yes nNo ! N/A Remarks:

L Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes trNo n nln Remarks:

10. Does the CHP 3'15, Price Comparison Worksheet'
document at least two price quotations? X Yes INo tr ru¡n Remarks: Small-Business vendors

1 1. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

n Yes nNo X nln Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555'3?

X Yes nNo X NIE Remarks:

ilN o n - c o rn p e t n i v e B i o ( l.l c g ) p u rc h a s e re q u e s ts

contain the NCB justification and NCB Corrective
Action Plan documents?

fl Yes ! ttlo x N/A Remarks:

14-Are Ltems checked immediately for content and

damage when delivered? X Yes INo trvn Remarks:

tS. ls tne "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,

within three business days of receipt, if all items are

accepted?

X Yes !No Ivn Remarks:

16, Are freight andlor packing slips attached to the

received copy of the purchase order and sent to
FMS?

X Yes ! trlo n N/A Remarks: When aPProPriate,

tZ. ls fVS provided a photocopy of the purchase order
and any approved freight or packing slips as

acknowledgement that a portion of the order has
been received?

X ves X tlo n ru¡e Remarks: When aPProPriate.

@ived copy" retained bythe
command for completion and forwarding to the FMS

when the complete shipment is received?
X ves nNo n ru¡n Remarks:

--lg. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accePted?

X Yes ENo I N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

)MMAND INSPECTION PROGRAM
InSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43

is no longer needed and a purchase order has not
yet been prepated?

I Yes n ¡lo n ru¡n
Remarks:

Zfre open ptrlrchase orders periodically reviewed and

investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422'0)

X Yes nNo I ruln Remarks:

22. Are copies of the purchase requisitions and purchase

orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, ToPic 4)

X Yes nruo n N/A Remarks:

23. Are dècisbns documented to create a paper trail
. documenting the basis of the decisions made for the

purchase? (SCM Vol ll Ch. 2, Topic'11)
X Yes Xruo n n¡n Remarks:

U. nre purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

n Yes XNo E ruln Remarks:
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STATE ÙF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

'";;;';;:,;-,;;;;;;;",-Ã:ñ;;;;;;;,*ffi lñ=;-'ïil;=J';-.i,;Iñ;;=;*";;;,
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
irnprovement, identifìed deflciencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if
additi"nalspace lsrequired,

PSDS ll M. A. Orozco

TYPE OF INSPECTION

! Division Level I Command Level

! Executive Office Level

fl Correctìve Action Plan lncluded

! Appeal lncluded

tr Attachments lncluded

Follow-up Required:

IYes Xruo

Forward to:

Due Date:

Chapter lnspection:

lnqpector's Comments Regarding lnnovative Practices:
None

Command S stions for Statewide lmprovement:
None

lnspector's Findinqs:
No discrepancies found.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
)age 2

Çommand:

LACC
Division.
Southern 3 Purchases

lnspected by:

PSDS ll M, A. Orozco
Date:

12/5t2008

Commander's nse:
None needed.

ln or's Comments:
N/A

rrrective Action Plan/Timeline
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STATE ÓF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

age 3

Command;

LACC
D¡vision:
Southern

Chapter

lnspected by:

PSDS ll M. A, Orozco
Date:

12t05t2008

' 
, rppeal Review/Decision: ffhis shalt be the onty tevet ot a

Leadlnspect.rs s¡gnature: (-._ r (û. ._\>-/{-\
Date:
12t22t2008

Responding ( Date:
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STATE OF CALIFORNIA
DEPARI MENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
JSPECTION CHECKLIST

Chapter 3, Command Procurements
X-Nunrber Program

:::=:::==:::::::::=L-::::==::==:-::::::::::::=::=::::=-_-:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill ìn the þlanks as indicated Any dìscrepancies wilh policy,

applicable legal statues, or rlellcìencies noted in the inspections shall be comnrented on via the "Remarks" section Additionally, such

discrepancies and/or defÌciencies shall be clocumented on an Exceptions Documenl and addressed to the nexl level of command-

Furthermo¡e, the Excepttons Document shall include any follow-up andlor corrective action(s) taken. lf this forn is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficleni ilems need to be re-inspected

Command:

L,A C.C,I514
va luat

PSDS II L. PANKEY, #42555

TYPE OF INSPECTION

n Division Level xCommand Level

I Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's S¡gnature:

Follow-up Required:
|_l Yes xl-l No

LJ Follow-up tnsoectio(

For applicable policy, refer to: HPM 11 1 Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract lìmit? E Yes xNo D N¡n Remarks:

2. Does allX Number file documentation contain the
STD. 204 Payee Data Record? xI

Yes
I tto Ivn Remarks:

3 Do X Numbers requiring a contract (i.e., janitorial ot
landscaping) have prior approval from the Business
Services Section commander?

n Yes nNo xI
N/A

Remarks:Thjs facility is a CalTrans
owned propertY We do not engage
in cont[acts for such seryices

4. Are X Number requests made prior to the date the
services are performed? xI

Yes
lNo ! ru¡n Remarks:X-Number apptoval secured

from So. Dtv. prìor to service-

5. Are X Numbers issued for a one-time use?
xD
Yes

fNo f, ¡yn Remarks:

6. Are prohibited services pedormed Lrsing an X
Number? n Yes xtr t'lo f ru¡n Remarks:There is no record of

prolribited services being performed

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? xn

Yes
[] t'lo T N/A Remarks:Commodjlies only obtained

throLrgh Supply Services, CalCard or
other approved methods

8. Are X Numbers issued for telecommunications
related servÌces pre-approved by
Telecommunications Sectron?

xI
Yes

D t'¡o fl N/A Remarks: No related-services
required for the time period audited

I Do X Numbers used for facilities related services
(such as roof repair, electrical)costing over $'1,000
have prior approval from Facilities Section?

! ves I tto x!
N/A

Remarks:Refer to remarks Provìded

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissìoner?

I Yes !No xI
N/A

Rernarks:Refer to remarks provided
Ìn lt3.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
SPECTION CHECKLIST

Chapter 3, Command Procurements
X-Number Program

11. Do allX Numbers awarded to a non-small business
vendor contain three price quotations? xE

Yes
Iruo E N/A Remarks:Only Product sPecific

vendor did nol conlain three quotes.

When checked, no other vendor
would perfonn service on product.

12 Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Departmentof General Services (DGS)?

xI
Yes

INo ¡ N/A Remarks:

13. Does the file documentation contain the STD. 2'l

Drug Free workplace certification for X Number
vendors?

xI
Yes

XNo E ru¡n Remarks:

14. Do emergency service X Numbers document and
justify the emergencY? xtr

Yes
trNo I N/A Remarks:There were no emergency

incidents for the period of the audit.

15. ls the itemized invoice for each X Number service
maintained in the command's files? xl

Yes
DNo ! N/A Remarks:

The audit covered the period between 07lO7l2OO7 through 0612312008. During that time, a iotal of 15

X-Numbers were requested through Southern Division, lt should be noted that since we have co-

)ated with the LARTMC, the need for any type of facility repair work has become non-existeni. The

majority of X-Number requests have resulted in the need for service and/or repair to Area's lT

eqú¡pment. At the time of the audit there were no outstanding invoices or instances of duplicate billing.

The Area's X-Number Coordinator is to be commended for her thorough record-keeping.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFU.ìNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

cõmman¿: lDiv¡s¡on: lChaPter:

LACC I Southern | 3-X Numbers

Date:
I

PSDS ll L. Pankev,#A2555 | 1111212008

3TRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapler

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilìzed to document innovative practices, suggestions for statewide

improvement, identified defìciencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if

additional space is required,

TYPE OF INSPECTION

n Division Level X Command Level

! Executive Office Level

E Corrective Action Plan lncluded

I Appeal lncluded

X Attachments lncluded

Follow-up Requited:

E Yes X t'lo

Foruvard to:

Due Date:

Chapter lnspection:

lnspector's Comments Regarding lnnovative Practices:

None

None

lnsoector's Findin

No discrepancies found.
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STATE OF CALIFORNIA .

DEPARTMENT OF CAL|Fr,,ìNlA HIGFiWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
-age 2

Commander's nse:

Area is in compliance with policy applicable to this Chapter lnspection in accordance with HPM 11.1,
ChapÍer 22.

lnsoector's Comments:

Atthetimeoftheaudittherewerenooutstandinginvoicesorinstancesofduplicatebilling, TheArea's
X-Number Coordinator is to be commended for her thorough record keeping.

None
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DEPARTMENT OF CALIFLRNA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

A I Review/Decision: (This shal be the ontv ìevetof

Date:

/-7- eJ-
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